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 REPORTS 

 

Objectives: 

 Accessing Reports 

 Generating Reports 

 

REPORTS 

DETAILS EXAMPLE 

Reports 

 Reports menu and Reports link 
under Useful Links section 
navigates to a landing page to 
select and generate specific 
business Reports. 

 Most reports can be downloaded 
into Microsoft Excel 
spreadsheets and can be saved. 

 Most frequently generated 
reports are Daily Reports for the 
three business areas:  Covered 
Entity, Contract Pharmacy and 
Manufacturers. 

 Daily Reports are generated with 
a date and timestamp as of 
yesterday and the information is 
derived by that date and 
timestamp.   
 

It may take several 
minutes for a report to 
download the first time a 

report is being run. 
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REPORTS 

DETAILS EXAMPLE 

Accessing and Generating 
Reports 

1. Click on a Reports link and the 
Reports landing screen displays. 
 

Click on the  to expand 
the type of reports (i.e., 
Daily Reports). 
 

 
2. Click on a link and the applicable 

report displays. 

 

3. Select  button to 

open file, or  button 
to save file. 

4. Verify Search Results window 
displays. 

 
 

5. Click the  button to 
and the Excel spreadsheet 

displays.  Or, Click the  
button to cancel. 
 
 

 

 

 

 Excel spreadsheet displays.  
This is a partial view. 

 

  

 


